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Job Description and Employee Specification 

Programme Management Office (PMO) Officer
Chief Executive’s


	Service: 

	Chief Executive’s 

	Division:
	Finance & Technology


	Job Title:
	PMO Officer


	Responsible to:
	Business Support Manager


	Grade:
	NLC10


	Conditions of Service:
	SJC


	Job Evaluation Reference:

	A8520

	Date of last review:
	November 2020


	Job Outline
Reporting into the Business Support Manager, this role sits in the Programme Management Office (PMO) which includes all ICT projects and programmes within Finance & Technology, a multi-disciplined team leading on the transformation to Digital Services, looking both internally and externally across the Council and beyond. 
The Programme Management Office is the information hub for projects and programmes within the portfolio and involves tracking/reporting, assurance/quality control, information management, financial tracking, risk/issue tracking, change control, support and knowledge management/learning from experience. The Programme Management Office will add value through the knowledge, skills and experience of its staff.
This role will also perform business analysis duties which is a key liaison role between the delivery of the business change and the delivery of the enabling technology. While performing this role they will be allocated to work with the Business Analyst Manager(s) and service representatives to analyse and deliver detailed business requirements, processes and functionality which results in the best possible processes and services, maximising the impact of digital across the organisation.
While undertaking analytical duties the PMO Officer will apply their knowledge initially to assess and document the business needs/requirement for change. The PMO Officer will work to understand the customer requirements and assist in definition of solutions from initial scoping, discovery and documentation of requirements right through to post implementation review. This role will also assist with development of business cases, project and system requirements along with user stories and process flow diagrams. 
Key Relationships:
· Business Development Manager
· Business Support Manager
· Technology Strategy Manager
· Technology Development Manager
· Infrastructure Manager
· Technical & Digital Services Manager


	Main Duties and Responsibilities

Generic Duties:

1. Contribute to the thinking and vision of The Plan for North Lanarkshire Finance & Technology programme management, demonstrating commitment to the Finance & Technology team's goals together with dedicated focus on quality, standards, execution and delivery. 

2. Ensure compliance of requirements to Council policies, procedures and other Legislative requirements.

3. Work collaboratively on change and innovation in an environment that promotes excellence.

4. Be flexible, adaptable and resourceful to be able to carry out multiple tasks and assignments, where there is a priority need, across the programme, not necessarily within the job role specified.

5. Commit to own personal development plan and carry out appropriate learning and development activities to ensure capability and skills are current.

6. Undertake such duties and responsibilities as may be required in terms of the Health and Safety at Work Act 1974 and subsequent related legislation.

Specific Tasks:   

1. Support the Business Support Manager to apply the council’s Programme Management Framework and project management principles across a diverse range of projects within Finance & Technology.

2. Co-ordinate the implementation of governance standards across the portfolio of projects including tracking, monitoring (scope, quality, time, costs & resources) and updating the status of programme deliverables. 

3. Assist in the development of project scope documents including but not limited to project briefs, project initiation documents, user stories, functional and technical specifications (where internal teams are involved). 

4. Update and administer the programme and project plans as required using reports from the Workstream Leads and Management Team, Portfolio Board and Committee. 

5. Implement the change control process across all projects within the portfolio of the programme. 

6. Manage, monitor and regularly report on the programme level risks and issues register. 

7. Carry out self-assessments of workstreams and processes in line with the governance arrangements. 

8. Organise workshops as required by the Business Analyst Manager/Business Support Manager.

9. Build up a repository of NLC standard project templates both technical and management to support the Project Managers and Leads. Continue to evolve the processes and templates throughout the project lifecycle.

10. Manage programme level Lessons Learned repository; attend Post Project Review meetings to identify key areas of improvement to include in the Lessons Learnt repository.

11. Manage communications from the PMO mailbox including regular reporting requests.

12. Provide support on engagement and communication activities.

13. Prepare and distribute consolidated material from project reports for regular review (e.g. monthly board reports).

14. Provide effective support to managers within the programme and project teams.

15. Co-ordination of governance publications (e.g. documents for review and sign-off, regular reports, updates to plans).

16. Work with the core technical team to help identify appropriate, effective and efficient solutions, for the gathered business requirements, to ensure that the needs of end-users are appropriately considered and represented and undertake any appropriate user research. 

17. Support the delivery production line (documentation for development and testing for implementation) ensuring that digital deliverables meet business requirements and are fit for purpose to release to customers. 

18. Work with external stakeholders to understand and investigate feedback into the service/function/product provided.

19. Work with the Strategy and Performance Manager to provide analysis of performance in line with the Strategic Performance Framework. 

20. Undertake such other duties as may be appropriately determined by the Business Development Manager or Business Strategy Manager.

This job outline is intended to indicate the broad range of responsibilities and requirements of the post. It is neither exhaustive nor exclusive but, while some variation can be expected in particular duties, the outline is considered to provide a reasonable general description of the post.







	SPECIFICATION
	ESSENTIAL
	DESIRABLE
	METHOD OF ASSESSMENT

	QUALIFICATIONS/TRAINING
	
	
	

	· Educated to degree/SVQ4/HND or equivalent in a relevant discipline
· Programme and Project Support Office (PPSO) accreditation
· Programme and Project Management certification / accreditation (e.g. MSP, Prince2, Agile, Sprint, Scrum).
	X






	

X

X
	Verification/Application Form

	WORK EXPERIENCE
Project Support
· Extensive practical experience of programme/project support type activities within a project and/or team-based environment.
· Experience of programme/project co-ordination and administration.
· Experience or exposure to the end-to-end project lifecycle.
· Good working knowledge of project management - principles, methods, techniques and tools for the effective management of records of a programme of projects and related activities through to the successful achievement of planned business benefits.
· Experience of working within a structured project management framework.
· Able to work and communicate effectively with technical and non-technical stakeholders at all levels within the organisation.
· Experience of collaborative team working to assist and support managers of programme and project teams.
· Documentation and configuration management skills to upkeep and maintain records and versions.
· Visual modelling skills (work-flow diagrams, etc.)
· Good spreadsheet skills for complex analysis
Project Environment
· Ability to provide support and assist managers within an Agile environment where focus will be on delivery of multiple projects at pace, of various complexity, prioritised within different areas of the organisation
· Support relationships between the PMO, managers of the programme, project teams, business change teams and ICT.
Business Analysis and Stakeholder Engagement
· Demonstrated ability in business process mapping and the writing of user stories
· Able to work effectively with both technical and non-technical stakeholders at all levels within the organisation
· Critical thinking and analytical skills (requirements gathering, process analysis and design, use cases, business process modelling, decision modelling, GAP analysis, etc.)
	
X

X


X

X


X








X


X




X




X


X


X











X
	












































X













X



X




X


	
Application Form/Interview

	KNOWLEDGE/SKILL/ABILITY
· Proven ability to work collaboratively with a high functioning leadership team which values creativity and innovation.
· Experience working in a local government environment.
· Broad understanding of local government and operation of the council.
	

X






	




X


X
	
Application Form/Interview

	
	
	
	

	
	
	
	

	PERSONAL QUALITIES/ATTRIBUTES
· Demonstrates commitment and enthusiasm regarding the Council vision
· Self-motivated and have a diligent approach to customer service delivery and be able to plan and prioritise workload.
· Enthusiasm, attention to detail, well-organised and a demonstrated capability for problem solving and creating and enhancing business processes.
· Demonstrated ability to elicit required standards and documentation from colleagues and managers balancing diplomacy and tact with assertiveness.
· Excellent interpersonal skills for liaison with customers and managers and the ability to build strong working relations.
· Excellent communication skills, both written and oral.
· Ability to positively engage stakeholders at all levels both within and external to the Council.
· Ability to achieve PMO activities / outcomes through influence and persuasion.
· A good understanding of information technology and digital technology.
· MS Office (including Project, PowerPoint, Word and Excel) and Visio skills.
	
X

X


X
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X
	
Application Form/Interview

	OTHER
	
	
	

	· Ability to travel throughout North Lanarkshire.
· Full Driving Licence.
	X


	

X
	
Application Form
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